
RESOLUTION NO.  90-59 

A RESOLUTION OF THE LODI CITY COUNCIL 

FOR SENIOR STOREKEEPER/BUYER 
APPROVING THE AMENDED CLASS SPECIFICATIONS 

RESOLVED, t h a t  the C i ty  Council of the C i t y  of Lodi does hereby approve the 
amended c l a s s  s p e c i f i c a t i o n s  f o r  Sen io r  S torekeeper lBuyer  a s  shown on E x h i b i t  A 
a t t a c h e d  h e r e t o  and thereby  made a p a r t  he reo f .  

Dated: Apri l  18, 1990 

I hereby c e r t i f y  t h a t  Resolu t ion  No. 90-59 was passed and adopted by the 
C i t y  Council  o f  the C i t y  of Lodi i n  a r e g u l a r  meeting he ld  A p r i l  18, 1990 
by the fo l lowing  v o t e :  

Ayes : Council Members - Hinchman, P inke r ton ,  Reid and S n i d e r  (Mayor) 

Noes : Council  Members - None 

Absent:  Council  Members - Olson 

ae,h. @ 
A l i c e  M .  Reimche 
Ci ty  Clerk  
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CITY O F  LODI A p r i l  1990 

SESIDX STOREKEEPER/BUYER 

DEFIKTION: 

Under g e n e r a l  s u p e r v i s i o n ,  c o o r d i n a t e s  and  s u p e r v i s e s  o p e r a t i o n  of a 
c e n t r a l  warehouse ,  which i n c l u d e s  i n v e n t o r i e s  of e l e c t r i c ,  water and  
sewer u t i l i t i e s  and cen t r a l  s t o r e s  f o r  C i t y  d e p a r t m e n t s ;  p e r f o , n s  
r o u t i n e  b u y i n g  f o r  s e l e c t e d  d i v i s i o n s ;  p e r f o r m s  r e l a t e d  work as a s s i g n e d .  

DISTINGUISHING C W C T E R I S T I C S :  

The class o f  S e n i o r  S t o r e k e e p e r / B u y e r  i s  d i s t i n g u i s h e d  f rom t h a t  of 
Buyer i n  t h a t  t h e  p r i m a r y  d u t i e s  o f  t h i s  pos i t ion  are t o  s u p e r v i s e  t h e  
d a y - t o - d a y  s t o r e k e e p i n g  a c t i v i i i e s ;  t h e  Buyer i s  r e s p o n s i b l e  f o r  a wise 
r a n g e  o f  p u r c h a s i n g  f u n c t i o n s ,  and a c t s  as P u r c h a s i n g  O f f i c e r  i n  h i s / h e r  
absence. 

SUPERVISION RECEIVED TiND EYZRCISED: 

R e c e i v e s  g e n e r a l  s u p e r v i s i o n  from t h e  P u r c h a s i n g  O f f i c e r ;  c o n f e r s  w i t h  
P u r c h a s i n g  O f f i c e r  o n  p r e - e s t z b l i s h e d  b u y i n g  a c t i v i t i e s .  Exercises 
d i r e c t  s u p e r v i s i o n  o v e r  s u b o r 2 i n a t e  p o s i t i o n ( s )  i n  t h e  warehouse .  

EYLPLES OF DUTIES: 

D u t i e s  may i n c l u d e ,  b u t  are no; l i m i t e d  t o ,  t h e  f o l l o w i n g :  

S u p e r v i s e s  and  c o o r d i n a t e s  t h e  r e c e i v i n g ,  s t o r i n g  a n d  i s s u i n g  

M a i n t a i n s  s t o c k  w i t h i n  p r e - e s t a b l i s h e d  s t o c k  l e v e l s ;  recommends 
a c t i v i t i e s  of t h e  c e n t r a l  stores f a c i l i t y .  

c h a n g e s  i n  o r d e r  s c h e s x l e s  and  o r d e r  q u a n t i t i e s ;  i n i t i a t e s  
r e p l a c e m e n t  requests when s u p p l i e s  r e a c h  o r d e r  p o i n t .  

R e v i e w s  b i d s  and selects l o w  b i d d e r  i n  a c c o r d a n c e  w i t h  p r e s c r i b e d  
p r o c e d u r e .  

P e r f o r m s  r o u t i n e  b u y i n g  of s u q l i e s  and  equ ipmen t  f o r  e l e c t r i c  u t i l i t y  
a n d  otner  u t i l i t i e s .  

M&es d a i l y  e n z r i e s  of g o o d s  r e c e i v e d ,  r e c o r d s  i s s u a n c e  of o u t g o i n s  
s t o c k  and p r o v i d e s  a c c o c n t i n g  d i v i s i o n  w i t h  summaries of 
materials i s s u e d .  

F i l l s  o r d e r s  and r e v i e w s  r e q x i s i t i o n s  s u b m i t t e d  t o  stores by u s e r  
d e p a r t m e n t s .  

S c h e d u l e s ,  p e r f o r m s  a n d  s u p e r v i s e s  t h e  d e l i v e r y  and pickup of 
materials, s u p p l i e s  and  equ ipmen t  a t  s t o r a g e  l o c a t i o n s  a n d  job 
s i t e s ;  operates f o r k l i f t  and  crane d u r i n g  t h e  c o u r s e  of work. 

i n v e n t o r i e s ;  assists i n  i n v e s t i g a t i n g  and  r e c o n c i l i n g  
2 i s c r e p a n c i e s .  

s t o c k e d ;  may r e c o m e n d  s u b s t i t u t e s  a n d  t&.es a p p r o p r i a t e  a c t i o n  t o  
s u p p l y  r e q u i r e m e n t s ;  d e s i g n s  and  i n s t a l l s  s t o c k  c o n t r o l  a n 2  
i n v e n t o r y  r e c o r d s .  

Performs and supervises t h e  daily, monthly and annual p h y s i c a l  

C o n f e r s  K i t h  s u p e r v i s o r s  c o n c e r n i n g  requests r e c e i v e d  fo r  items n o t  

R e s p o n s i b l e  f o r  c z r r y i n s  out  23 e s t z b l i s h e d  s a f e t y  p rogram.  
A s s i g n s  work t o  s u b o r d i n z t e  ex2loyees a t  s t o r e s ;  zssisrs E u y e r  when 

n e e a e d .  

/ 



CITY OF LODI 
SENOR STOREI;EEPER/BUYER 

Page 2 of 2 

Knowledae o f :  

S t o r e k e e p i n 9  methods  a n  p r o c e d u r e s .  
C ie r i ca l  process i n v o l v e d  i n  t h e  r e c e i p t ,  s t o r a g e  and i s s u a n c e  of a 
v a r i e t y  of 9006s. 
I n v e n t o r y  c o n r r o l s  a n 6  minbi.:m r e c o r d  s y s t e m s .  
Common hand too ls  and  equ ipmen t .  
S a l e  of s c r a p  mater ia l  and  surplus p r o p e r t y .  
I s s u i n g  p r o c e d u r e s  f o r  power t o o l s ,  t r a f f i c  c o u n t e r s ,  water pumps and 
or5er e q i i p m e n t  . 

Fbilitv tc: 

O r g a n i z e  and  m a i n t a i n  a s t o r e r o o m  a c t i v i t y .  
E s t i m a t e  f u t u r e  s u p p l y  r e q u i r e m e n t s .  
C o o p e r a t e  w i t h  o t h e r s  i n  p r e d i c t i n g  n e e d s .  
P l a n ,  l a y o u t  and  s u p e r v i s e  t h e  work o f  employees  p e r f o r m i n g  r o u t i n e  
s t o r a g e  work. 
P r e p a r e  and  ma in t i l i n  r e c o r d s  and  reports .  
O p e r a t e  m a t e r i a l - h a n d l i n g  equ ipmen t .  
Perfo-m p h y s i c a l  work r e q u i r i n g  s t r e n g t h  and a g i l i t y  t o  l i f t  a n d  move 
heavy o b j e c t s .  
Make L-ithmetical c a l c u l a t i o n s  and  e x t e n s i o n s .  
E s r a h l i s h  and  m a i n t a i n  e f f e c t i v e  working  r e l a t i o n s h i p s  w i t h  otners .  

EDUCATION AND EXPERIENCE: 

Any c o n h i n a t i o n  e q u i v a l e n t  to e e e r i e n c e  and e d u c a t i o n  t h a t  would l i k e l y  
p r o v i d e  t h e  r e q u i r e d  knowledge  a n 6  ab i l i t i es  would be q ~ a l i f y i n q .  li 
t p i c z l l  coinbination is: 

%,cat ion:  

- L q J i v a l e n t  t o  c o m F l e t i o n  of n i c h  s c h o o l ,  supp lemen ted  by c o l i e q e  l e v e l  
c o u r s e s  i n  B u s i n e s s  A c i T i n i s t r a t i o n  o r  r e l a t e d  f i e l d .  

- X m e r i e n c e  : 

Two y e a r s  of e x p e r i e n c e  i n  p r o c u r i n g ,  r e c e i v i n g ,  s t o r i n g ,  and i s s u i n g  a 
v e r i e t y  of stores items, s t o c k  r e c o r d k e e p i n g  and  i n v e n t o r y  control .  

LICENSSS AhQ CERTIFICATES : 

? o s s e s s i o n  of a v e l i d  D r i v e r ' s  L i c e n s e  from t h e  Cel i forc ia  Depar tment  of 
Motor V e h i c l e s .  
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